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Starting Discoverer 4i — Creating a New Workbook
Discoverer 4i can be accessed via the web using Internet Explorer.

» Activate your web browser
* You can access your reports area using these links:

o CONUS
o PACAF
o0 USAFE

» Click on the Discoverer 4i Plus Server 2 (ACES-HM, PM/RP) link to the
right, on the web page.

» A Security Alert will pop up. Select “Yes” to continue

Security Alert x|

ri“'l Infarmation pou exchange with this site cantot be viewed or
?. changed by others. However, there iz a problem with the site's
; secunity certificate.

a The zecurity certificate iz from a trusted certifying autharity.

a The zecurity certificate date iz valid.

& The name on the zecurnty certificate iz invalid or does not
match the name of the site

Do you want to proceed?

ez | Mo I Wiew Certificate |

* The Discoverer Start Page will be displayed. Select the “Click to Str
Image to begin

o ST OT
Discoveret
Welcome to Discoverer, a business
intelligence tool that enables you to retrieve
and analyze data without having to understand
how to access databases

Mgk your Discoverer administrator for your
ugethame, password, and database
cannection infarmation

Click the image above to start.



https://gupe64501.mont.disa.mil/discoindex.htm
https://hi64501.ditchawaii.disa.mil/discoindex.htm
https://ge64501.ramstein.af.mil/discoindex.htm

Enter your ACES-HM logon, password and database
* Click Connect button

0 It can take some time to log into Discoverer

Dracle Discoverer

I T

‘annect to Oracle Discoverer.

Comnection Inormation

Usemame: ||

u cancel

Password ol
elp

Database:

anout

Flease type your usemarne, password and the
database name.

Click on the button next to Create New Workbook

Workbook Wizard, Step 1 of 10; Create/Open Workbook

This wizard helps you apen an exsting workbaok or ereate 2 new ane sa hat you can quickly
retieve Iomaton fom he database

Wihat o you wantto do?

] create a newworknook

| coonen ctzsipaten

Cancel

Options Einish

Click on the button next to Table

® Oracle Discoverer

ard, Step 1 of 10: Creal

This wizard helps you open an existing workbook or create a new one so that you can quickly
retrieve information from the database

Wihat do you wantto do?

Qpen an existing worknogk

Howr dio you wantto display the information?
& [ Tanie
© B crosstab

5 Page-Detail Table
C B9 Page-Detall rosstals

ATable displays data in eolurns. Click Next o cantinue.

Click on the Next button on the bottom right of the screen



o The screen will change and it can take some time for the table list to
appear

* The screen is divided into two halves, the left side of the screen itet
Avalilable, the right side of the screen is titled Selected, for the rept you
must get the data fields from the Available side of the screen to thelSeted
side of the screen

@ workbook Wizard, Step 2 of 10: Select Items

To add itens to your warksheet, select them from the Available listand move them 1o the Selected
list

Available Selected
|50 HOUSING MANAGEMENT (Advance Us =

> Ce Countriest

(] Ce Ctry Prin Divs 1
2] Ce Ciry Prin Div Types1
> Ce Facility Breakouts1
> Advices

> ) Af3826 Form

(] Af3826 Quarters Form
> Amerities

> ] Appliance Inventory

> ] Appliance Types

> Gities

o) Community Housing

LDM alligned HM Base Tables and Yiews

» At the top of the left, Available side, there are the words: Housing
Management and in brackets either Advanced User, Typical User,
Predefined Reports e

| 5 HOUSING MANAGEMENT Typical User |

Q Furnishing Management Office(F O}

@ HOUSING MAMAGEMENT{Advance User

Q HOUSING MANAGEMENT(Predefined Reparts)
3' HOUSIMG MAMAGEMENT Typical Usen

Q Readiness
Q Real Propery

» Click on the down arrow in this field and select either Typical User or
Predefined Reports
o Advanced user contains the raw data tables and you must be familiar with
ACES-HM to create reports from this view
» Once aview is selected there will now be a list of folders that can be
expanded to view the individual data fields from the database

» Either double click on the Yellow folder or click on the + sign once to thesft
of the folder

élaﬂ Military Family Housing

» This will bring up the data fields from the database contained in tts folder
* For afield to come out on the report you must get the field name from th
‘Available’ white screen on the left to the ‘Selected’ white screeon the right
* Click on the words of the field name once, it will highlight blue
B>Lgh Street hbr



Click on the arrow 3] on the vertical gray bar that separates the two
screens to move the field to the Selected area
0 The field desired should now be in the Selected area, you can also click
and drag
Holding down the CTRL (control) key while clicking on the fields in e
available list will allow you to select multiple fields and move them ovall at
one time
Once you have all the fields you need for your report click on the Finish
Button on the bottom right of the screen

To add iterns to your warksheet, select them from the Available listand move
them to the Selected list

Avallable selected

£ HOUSING MANAGEMENTCTyE = &+C) Millary Family Housing
> Anplicants EE Install Code

L g Facility Nbr
Lgh Street Nar

> BAH Repart

{1 CH Assetsiamenities
2] CH Cesupant By Assets
>{] Dependents

(] Dorms

o) Darm Occupants

5] Dorm Rooms




Changing the Order of the Columns

This is when you want to line up the columns in a different order than the default
the discoverer report gave you. To access this area, click on Sheet|Tahle Lay

on the menu bar, or tf EIT Table Layout icon on the toolbar.

# Edit Worksheet

Table La..

Ta change the layout of infarmation in your worksheet, click and drag the column
headings to the location you want. To change format settings, click the Options
button

[~ Show Bage ltems ™ Hide Duplicate Rows
Install Code | Facility Nbr RSIEEaNT]

With the data in your report displayed, click on the top of the column you
want to move

o Click on the column heading

0 The column will highlight

With your cursor on the column heading click and hold down the left mouse
button

Drag your cursor either to the right or the left, to where you want to place
the column
o0 The cursor will change to a hand

B Edit Worksheet
Table La.

Ta change the layout of information in your worksheet, click and drag the column
headings tothe location you want. To change format settings, click the Options
hutton.

™ Show Page ltems ™ Hide Duplicate Rows

Install Code | Facility Mbr gl

¢




Let go of the mouse when you have the cursor where you want the column
Repeat for all the columns you want to move

® Edit Worksheet
Table La

To change the layout of information in your warksheet, click and drag the column
headings to the location you want. To change format setings, clickthe Cptions
button

[~ Show Page Items [ Hide Duplicate Rows

| | Facility Nor | Install Code




Sorting the Report

This allows data to be grouped into the order you want.

47248 4724/ VDD

24168 2416 vDYD

44107 44107 vOYD

14480 1445 vOYD

25064 2506 VDYD

4356 4856 VDYD

44648 4464 vDYD

4646 1645 vDYD

44338 4433 vovD

20338 2033 vOYD

20758 2075 VDYD

25048 2504 VDYD

uuuuu a1 urm
ﬂﬂmﬂw 25 Raws per Page

* Click on the word Tools on the menu bar at the top
» Click on the word Sort

Sort columns in your worksheet by guidelines that you choose. Glick Add to sort
an additional column.

48554

47248

24168

44107

14450
25064 Click Add o sort by an additional column.
49564
44648
46464
44338
20338
20758

Delete | Hove U | Hove Devn|

» Click on the Add button at the bottom of the pop-up box
» Choose the field you want the report to sort on first

» Click on the Add button again and choose the second field that you
want to sort on



File Edit

Sort columns in yourworkshest by guidelines that you choose; Click Add fo sort
an additional calumn.

Golumn | Direstion Grup _ Hidden
treet Nhr Cowia High ]| None: | O

sy || Dels | woweUp | viows Bown]

| 25 Rows per Page |

sheet 1

Repeat for all the fields that you want to sort on to get your report into the

order you want
Click on the OK button

Street Mbr Facility Mbr  Install Code
0153E 153 | VDYD
15 153|vovD
0154M 154 | VDYD
01545 154 | ¥DYD
0158N 158 vOYD
01565 186 | VDYD
0158N 158 | VDYD
01588 158 vOVD
0160MN 180 | VDYD
01605 160 | ¥DYD
o162 162|voYD
0162w 162 | VDYD
0163 163 | VDYD
o165N 165 VOYD
01658 165 | VDYD
4]« Jpaget| ¥ | ) 25 Rows per Page
Sshestt
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Adding a New Field to a Report

If you create a report and forget a field or want to modify an existingtrepadd a new

field

Click on the word Sheet on the menu bar at the top of the screen
Click on Edit Sheet
o0 You will now be returned to the screen to select items
Either double click on the Yellow folder or click on the + sign once nexbt
the folder to find the field that you want to add to the report

Click on the arrow ﬂ on the vertical gray bar that separates the two
screens

The field desired should now be in the Selected area
0 You can also click and drag

Click on the OK button at the bottom right of the screen

11



Deleting a Field from a Report

Click on the word Sheet on the menu bar at the top of the screen
Click on Edit Sheet

Click on the Table Layout Tab

Click on the Column title to highlight the column

Press the Delete key on the keyboard

If you have multiple fields to delete, the report is long, or you are addinig sl well
there is an alternate way to delete fields

Click on the word Sheet on the menu bar at the top if the screen
Click on Edit Sheet
o You will now be returned to the screen to select items
Click on the Fields that you want to remove from the report in the “Seleted”
half of the screen
0 You can hold down the CTRL (control key) to select more than one

Click on the arrow ﬁ on the vertical gray bar that separates the two halves
of the screen to move them back to the Available half

The field desired should now not be in the Selected area, you can alsokcl
and drag

Click on the OK button at the bottom right of the screen when finishée

12



Adding a Condition

A condition is a set of criteria that filters data in a sheet. You use a conditemyeou

want to limit the amount of data or refine the level of detail in sheet. For exaupl

might only want people with the Rank of E-4 in your report so you would set a condition
on the report on Rank = E-4.

» Click on the word Tools on the menu bar at the top of the screen

» Click on the word Conditions

* Click on the New button on the right side of the Edit Worksheet screen

* Near the bottom of the pop-up box click on the down arrow under the
column called Item

* Choose which field contains the data that you want to filter your report on

o The list of fields starts with the Table name then the date item field name
separated with period. The field names are listed alphabetically

* In the Condition column click the drop down arrow to pick from the list of
operators
= - means equal to (exactly match)
<> - means not equal to (will not print out records with the value you specify)
> - greater than (good for dates ie give me all assignments greater than)
< - less than (good for dates)
<= - means less than or equal to
>= - means greater than or equal to
Like — Allows the use of wildcards for example - Like ‘D%’ on occupant name
would bring back all occupants who name begins with D
In — Allows you to use more than one value - In ‘US Army’,’US Air Force’ on
branch of service would bring back both occupants in the Army and Air Force but
not the Navy etc.
Is Null — means where the field is empty (this will give you all records where the
field you specify has nothing in it)
Is Not Null — means where the field is not empty (this will give you all records
where the field you specify has data in it)
Not In - Allows you to use more than one value — Not In ‘US Army’,’US Air
Force’ on branch of service would not bring back occupants in the Army and Air
Force but would bring back Navy, Coast Guard etc.
Between— Returns data between two values (good for dates)
Not Between— Returns data that is outside of the two values (good for dates)
Not Like — The item must not match the value, allows the use of wildcards, Not
Like ‘D%’ on occupant name would bring back all occupants who did not begin
with D
I= - Same as <> above not equal to

* In the Value field type in with the keyboard the value that you need
o For example to get all the occupants in the Army
MFH Units.Branch of Service = Army, where Army is the value you type
o0 To get all the occupants who are not Army

13



o MFH Units.Branch of Service <> Army, where Army is the value you
type
* Uncheck the Match Case block
o0 This is so it does not matter how you type the text upper or lower case

* Click on OK

* A Funnel Icon will appear on the conditions screen with a check mark ithe
box to the left of the icon.

* Click on OK again

14



Totals

This function is mainly used to count the number of records though you can also use it to
add up data for example the total number of dependents

To Count The Number Of Records

» Click on Tools on the menu bar at the top of the screen

» Click on Totals

» Click on the New button on the right side of the pop-up box

» At the top of the pop-up box click on the down arrow on the first field uner
the words “Which data point would you like to create a total on?”

» Choose the Count operator

» Below the Count operator is an area with the words “Where would you like
your total to be shown?” Below the words are two radio buttons with the
words “Grand total at bottom” and “Subtotal at each change in:”
underneath this set of words is a drop down allowing you to provide
subtotals. You can choose the default “All Group Sorted Items” or any of the
fields used in the report.

®Edit Total

Wyhich data pointwould you like {0 create a total on? Example

LRG0 OCE e

Wyhat kind of tofal doyou want?

ftx) Count -

Wyhere would you like your total to be shown?

" Grand total at pottom

@ Subtotal at each change in

| 3 Al Group Sorted lterms - The example ahove shows a Sum total calculated from
sample data

[ Don't display total for a single row
Wyhat |abel do you want to he shown?
Which page iterns do you want to include?

Total i
@ Calculate totals onlyfar current paoe iterns j Eormat Heading
© Caloulate totals for all page items |G ) el Format Data

* Click OK
* Click OK again

15



To Sum a Column

Click on Tools on the menu bar at the top of the screen
Click on Totals
Click on the New button on the right side of the pop-up box
At the top of the pop-up box on the down arrow on the first field underhe
words “Which data point would you like to create a total on?” Choose the
Sum operator
In the second field you must choose what you want a sum of
o0 This can only be performed on a number field
0 Usually used for the number of dependents

Click OK

®Edit Total

‘which data pointwould you like to create a total on?

Example

Ui MprDependentsote

wihat kind of total do you want?

[0 5um -

‘Wihere would you like your total to be shown?

 Grand tatal at botiom
@& Subtotal at each change in:
[ 1 Al Group Sorted Hems -

[~ Dont display total for a single row

\ihich page items do you want fo include?

The example above shows a Sum total calculated from
sample data.

What |abel do you wantto he shown?

& Calculate totals only for current page iterms

 Cgleulate totals for all page items.

Click OK again

[+ s Hesic..
[ Generate label automatically
Format Data

16



Exporting to Excel and Attaching to an E-mail

This is performed primarily when you want to e-mail the data to an individual not in
Housing or who does not have access to run Oracle Discoverer 4i reports on the Housing
Database.

Once the report is exported to Excel it is static, it will be historical andwll have to
run the Discoverer Report and export to Excel again to get updated data.

» Click on the top menu File| Export on the tool bar at the top of the screen
* The Export Wizard options screen will appear. This will allow you to:

o Export a single or multiple worksheet

o Click on next to continue

o On Step 2 of the Export Wizard, Choose the format you want to export
with by clicking on the dropdown — Choose MS Excel (*.xIs)

o Inthe center of the Wizard screen, there is a prompt that asks where you
want to save the file. Click on the Browse button to choose where you
wish to save the file. Click on save.

o Click on next to continue

o On Step 3 of the Export Wizard, choose “Supervised” and click “Finish”.
The Export Log will appear, and display the file that exported.

* Locate the exported file. Double click to open in Excel.

o Note: A macro warning message may appear when opening the file. If
macro security is set too high, you will need to change the Macro security
level by clicking onTools|Macro|Securityon the top menu bar in Excel.
Click on Medium security and OK.

0 You can then open the file via the menu bar or double click the file icon

0 A macro warning prompt will appear. Click on the “Disable Macros”
button to continue. The file will now display.

* Click on Save As
» Choose a location to save your report and give it a name
0 Suggest you add the date to the name
* Close MS Excel
» Enter into your MS Outlook mail inbox
* Click on the New button to create a new e-mail to send
* Address and type your e-mail as normal
* Click on the word Insert on the menu at the top of the screen
* Click on the word File
o Or you can click on the Paper Clip on the menu bar
* Locate the File you created above
* Double click on it or click once and then click on the Insert button
* Send the e-mail as normal

17



Duplicating a Sheet (Report)

This can be done when you have a format for a report but want to specify a different
condition or sort. This means that you do not have to recreate the report. You can have
more than one report sheet in a Discoverer workbook, there will be multiple tabs at the
bottom of the screen, much like MS Excel.

» Click on the word Sheet on the menu bar at the top if the screen
* Click on Duplicate as a Table

IO 94 @S % & 78 &

]l
Duplicate as Crosstab...
Install Table Layout brade Ccc | Last Mame Ccc | FirstName Qe | Oce Duty Phone | Oce Organizatic
YOYD Faormat -1 BAUER THOMAS 8727343 AMC
yoyp|  Rename Gheet. KUAN JOSEPH 8729599 AMC
Delete Bheet...
VoD i~ CLARK GREGORY 20938727948 CES
Maove Sheets..
VOYD | S EitParar et elies ) WALKER JASON 8726481 M
YOYD Refesh Sheet FRIERDICH DOMNDREA 87277026 MG
YOYD Show SQL. TEMPLE LEWI 859613 TACC
YOYD 44264 4428 DEWAN DUANE 2938728881 TRAMNS
VoD 4GETA 4661 JOHMSON HEATHER 8729559 cs
VoD 4610C 4610 MILHOAN BRAMDOM 872-7948 375 CES
WY 4RR7R 4FRR? Ml A WL | 1A ATITAM ANA GE

* A Duplicate as Table screen will pop up. This allows you to make changes to
the duplicate sheet (formatting, conditions, etc...)

i Duplicate as Table

Tahle Lay...

To change the layout of information in your worksheet, click and drag the column
headings to the location you want. To change format setlings, click the Options button.

[™ Show Page Itarms [™ Hide Duplicate Rows

Install Code | Street Mbr | Facility Mar | Grade Occ | Last Name Oce | First Name

* Click on the OK button at the bottom right center button of the screen
» Look at the bottom of your work book you will now have two tab one for
each sheet

18



VoD 46094 4609 GRALL
WOYD 46108 4610 FEARSE
YOvD 48114 4811 ATKIME
VoD 48180 4318 CYPHERT
Count: 18

WOvD 48794 4879 | E-2 KHAM
VovD 4873C 4873 CHRISTOF
YOYD 48600 4860 DICKEY
WOYD 46240 4624 EWvANS

To rename the sheets so that they have more meaning click on the word
Sheet on the menu bar at the top of the screen

, Oracle Discoverer - [example]

File Edit Sheet Tools Graph Help
Mew Sheet.. Bl DT [ .9 Il I Z % @ v [ @ @
Edit Sheet..
Cuplicate as Tahle...
Duplicate as Crogstah..
Install Table Layout... brade Occ | Last Mame Oce | FirstMame Oce | Oce Duty Phone | Oce Organizatior
VoD F t -1 BAUER THOMAS 8727343 AMC
YOD - KLUARN JOSEPH 87295494 A
Delete Sheet..
YOYD o CLARK GREGORY 20387274948 CES
Move Sheets...
VDD | Bt ParamEter ValiEs, WALKER JAZON 8726481 MG
YOTD Refresh Sheet FRIERDICH DOMDOREA BT 277926 MG
YOYD Show SEL... TEMFLE LEWI 8859613 TACC
YOYD 44264 4426 DEWAN DUANE 2038728881 TRANS
WOYD 46614 4661 JOHMEOM HEATHER a729554 =]
VoD 46100 4610 MILHOAN BRANDON 872-7948 375 CES

Click on Rename Sheet
i Rename Worksheet

[ews narme:

|TntaI_Dependent5

Type in what you want to call this sheet
Click the OK button



YO D AB09A 4608 GRALIL

WDD 46108 4610 PEARSE

YOD 487114 4811 ATKINS

YO D 43180 4318 CYPHERT
Count: 18

YOD 48794 4879 |E-2 KHAMN

WD D 4873C 4873 CHRISTOFOR

YD D 4860D 4860 DICKEY

DD 46240 4624 EVANS

\ﬂﬂf‘agef' » .-'»J'

» Click on the other tab(s) and rename as above

You can now make the modifications you need to the sheet you copied

20



Formatting for Printing

As the reports are web based (HTML), Discoverer 4i offers primitive printaloRage
printing controls/formatting are accessed from the menu bar or the printer idom on t
toolbar. The entire report will be printed, without page orientation controls
(Landscape/Portrait). Page formatting functions must be accomplisbedogprinting,

usingSheet|Format from the menu bar or tf Djj Table Layout Icon on the tool bar.
an Edit Worksheet window will popup

,i Edit Worksheet

Tahle La..

To change the layout of information in your worksheet, click and drag the column
headings to the location you want. To change format settings, click the Options

[~ Show Page ltems [ Hide Duplicate Rows
Install Code | Street bbr | Street Name | Facility Address

You can show or hide report gridlines by clicking on the Options button and clicking on
the Horizontal and vertical cell gridlines box.

® options : x|

Sheet Format

Show Example

[ Title == == =
v Horizontal and verical cell gridlines

Mull values as: | :
“alues that cannot be aggregated as:l :

Style
[ Row numbers

Screen Page Layout

You can select the number of data rows displayed on each
page ofthe screen.

Rows per screen page:lzs 3:

21



Click in the box next to Row Numbers to remove the Check Mark
The number of rows displayed can also be changed in this screen
Click on the OK button

22



Saving the Report for the First Time

Once you have created your report it can be saved on the database servet, either a
Gunter, Ramstein or Pearl Harbor. This allows you to share the report with atpér pe
at the office.

* Click on the word File on the menu bar at the top of the screen
* Click on Save As

» Enter the name of the report that will be saved at the database
» Click on the Save button

. Oracle Discoverer - [example]

File Edit Sheet Tools Graph Help

Ctmoﬁtﬂ@ﬂﬁjl@l&ﬂft’ﬂi%@?l@@

Cirl+5

a Facility bWbr | Grade Oce | LastName Cce | First Name Qce | Qce Duty Phane | Oce Organization _N
Print... Ctrl+P 4401 |E-1 BAUER THOMAS 8727343 AMC B
Export... 4423 KILIAM JOSEPH 87295494 AMC B
E:EEE E E}{Tch:'l‘ 4834 CLARK GREGORY 2038727948 | CES :
Manage Workbooks > 2497 WALKER JASON 8726481 Mz |
Connectto Database. . 4606 FRIERDICH DONDREA 8727726 MG
Exit 4641 TEMFLE LEVI B859613 TACC B
VDYD 44260 4426 DEYARN DUAME 28938728881 TRAMS B
VDD AG6E1A 4661 JOHMSOMN HEATHER 8729559 (01 B
YT 4R1NC 4R10 Wl HOAM ARAMNDION A72-TO4R TR OFR B

23



Opening an Existing Report

Each time you run the report the database is re-queried and you get the most darrent da
(If you want to keep historical data you must print out the reports or export to Bxicel a
save)

* Open Internet Explorer
* Go to theCONUS PACAF or USAFE link
* Click on “Discoverer Links”
» Click on “Discoverer 4i Plus Server (ACES-HM/PR/RP)
* Move Cursor to “Click to Start” button. Click on link.
o It may take a minute for the Discoverer Login screen to appear
» Enter your ACES-HM logon, password and database as the connect string
* Click Connect button
0 It can take some time to log into Discoverer
* Click on the Database button
» Choose workbook to open
* Click on the file and click on open
» If someone else created this report you may be asked to confirm that you
want to run the report with your current logon
* When prompted click on Yes to run the query for the sheet

24
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Sharing a Workbook/Report

You can share workbooks with other users at your installation two ways: Share one
workbook with multiple users or share multiple workbooks with one other user. This
allows one person to create a workbook , but then anyone can run it.

* To share one workbook with several other people:

o From the menu, choose File | Manage Workbd@&tsaring. The Share
Workbooksdialog appears.

‘i Share Workbooks

Workbook-=User

Wiorkbook: [example -

User:

Ayailable Shared

it ety [«] STUDENTO1
STUDENTO3

STUDENTO4 j

STUDENTOS

STUDENTOR d

STUDENTO?

STUDENTOS i

STUDENTOS L~

~Description
Mo description availahle

o0 Click the Workbook> User tab

Choose the name of the workbook that you want to share from the workbook
drop-down list.

In the list of Available Users, click the name of a person with whom you want
to share the workbook.

Click 3] to add. The person's name appears in the Shared list. The names in
the Shared list are the people who can have access to the workbook.

Repeat for all the people with whom you want to share the workbook.

Click OK.

25



Group Sorting

Is formatting that suppresses duplicate values for an item For examyaa,gfoup sort

an item called Branch of Service, occupant information can appear grouped under such
headings as US Air Force, US Army, US Navy etc. It you want a repdriswii-totals it

is a good idea to group sort first.

The item that you are going to be group sorting on should usually be your first column, to
make the report format look neater. You must carefully think how you want the report to
look and what you want to group sort on. Branch of Service, Rank, Dorm Building
Number, Organization are all good examples of what a group sort could be used for.

Click on the word Tools on the menu bar

Click on Sort

o |If your report is already sorted, bypass this step

» Click on the Add button at the bottom of the pop-up box
» Choose the field you want the report to sort on first

* Click on the down arrow in the Group column for the date field item that
you want to group sort on

,i Edit Worksheet

Sart columns in your warksheet by guidelines thatvou choose. Click Add to sort
an additional column.

Calumn Direction Group Hidden
1 Grade Qcc Lowto High ~ || Group Sart - = [

Mone I

Addw l Delete l fave Up l MoyeDownl

* Click on Group Sort
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Sub-Totals

Subtotals calculate a subtotal for each category of data item, usuallpthiadye

performed a group sort on and displays that subtotal as new row at the bottom of each
category. For example you can use this to count the number of occupants in each of the
Branches of Service or an Organization.

Click on Tools on the menu bar at the top of the screen
Click on Totals
Click on the New button on the right side of the pop-up box
At the top of the pop-up box click on the down arrow on the first field uner
“Which data point would you like to create a total on?”
o If you want number of occupants then you need to choose either last name
or SSN
o For the number of buildings choose Facility number
o For the number of units in MFH choose the Street Number
For Dorm rooms choose Rooms

Click on the down arrow of the second field named “What kind of total do
you want?”

Choose the Count operator

® Edit Total x|

Y _____________________

Which data pointwould you like to create a total on® Example

[Dg Grade Occ 'l wialkhj | Lpdar | Pdarh | Dgrhl

; Alkhji 15 28 20
What kind of total da you want? [<1] 75 75

1
2
3ﬁ
fx) Count < 4| Khjwal 25 40 40

5 10 10 15
&
fix} Count Distinet =
fixh Minirmurm ]
fixh Maximum
[ All Group Sorted ltems - The example ahove shows a Sum total calculated from

sample data.

[ Don't display total for a single row
What label do you want to be shown?

Which page items do you want to include?

Count i
@ Calculate totals only far current page items. [ ] L] Bzt Flzzding..
 Calculate totals for all page iterms. 17l Ermiznetiz (et auiaeinelly Format Data...

Choose “ Subtotal at each change in”
Choose “All group sorted items”
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® Edit Total x|

Which data pointwould you like to create a total on? Example

| L Grade Occ -| Walkh) | Lpdar | Pdarh | Darhl

) Aalkch ju 15 25 20
‘What kind of total do yau want? (1] 75 Ta

1

2

3”
[fm Count '] 4| Khjwal 25 40 40

‘Where would you like your total to be shown'? : i i i
" Grand total at bottom ;
® Suhtotal at each change in:
[ All Graup Sarted ltems - The example above shows a Sum total calculated from
sample data.

[~ Don't display total for a single row
What |abel do you want to be shown?

Which page iterms do you wantto include?

Count i
@ Calculate fotals only far current pade items. [ ] l] Earmatkbipading,.
" Calculate totals far all page iterns. 1T e (E1HE) e e el Format Data..

* Click on the OK Button
* Click OK again

Note: You can subtotal in any other field that is applicable for your report. (i.e.
Group sort by Installation Code, Count Number of Dependents)

Edit Worksheet

Summarize your results using functions such as Surm, Average, Count, Minimurm,
Maximum, Standard Deviation and Variance. Click Mew to create a new total.

viewtotalsfar. | J All ltems J

ey,
[1 & Al Group Sorted ltems Sum for Mbr Dependents Occ = ]
[ T Install Code Sum for Mbr Dependents Qce —

Delete

~Description
Count (Results calculated for current page)




Install Code | Street Mbr | Facility Nhr | Grade Oce |Last Name Oce |First Mame Cce Cce Duty Phone Qe Organization | Mbr Dependents Oce
VDYD 46260 4626 | E-2 ESTRELLA JETTE 2938T26YTE C58 2
YOvD 48220 48322 CARTWRIGHT | AARON 8725388 0558 1
YOvD 44704 4470 LONG TOMMY 8725388 0558 1
YOvD 48228 48322 KILLIAMN RYAMN 8721885 021 1
YOvD 46244 4624 CARSON FRAMKLIN 8725788 OWs 1
YOvD 4890C 4880 REDEMIUS WWILLIAM 2938727528 SUP 1
YOvD 24614 2461 TROUP CASSANDRA  |2938726147 MG 1
YOvD 48058 4805 MORRISON DEBORAH 8726363 3TaMDOS 1
WOYD 4407C 4407 JACKSOM JERENY g72-95598 AMC 805 C55 1
WoOvD 441G 4421 MARE SHAWT g72-1888 378 C5 1
WoOvD 4630C 4630 STEBBIMS KARLA 8721888 37 CE 1
VDYD 46064 4606 WHITE JASON 872-7578 375 CES 1
YOvD 44308 4430 CARR DAMIEL 8727578 375 CES 1
YOvD 46658 4665 EHLERS KASHA 2938726484 D-4254 | MG 2

Sum: 25
YOvD 4810D 4810 (E-3 COOMBS MESHANTA 8721124 AES 1
YOvD 24034 2403 CONNERTY SEAM 2938853923 AMC 1
YOvD 46804 4680 PUGH TOMYELL 2938854996 AMC 1
YOvD 44224 4432 FOx CREEK REBECA 8856516 AMC 1
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Using Oracle Discoverer 4i Viewer

The viewer utility provides the capability of sharing reports with others #mabe run on
demand, allowing read-only access to current reports you wish to share. Tésena
outside organizations access to a particular report that shows current irdarraationg
as they are granted a read only logon of ACES-HM

* Open Internet Explorer
* Go to CONUS PACAF, or USAFEserver. A login screen will appear

ORACLE User Mame |
Discoverer™4i Viewer Passward |
Database |
Language |Eng|ish (United States) j
Connect |
A

» Enter your User Name, Password and Database (using the tab key or
mouse to move between the fields)

» Click on the “Connect” button to continue

» After successfully logging in, an open workbook screen will appear. This
will list the reports created with your logon or those that have been
shared to you by another user

ORACLE
Discove

9 @ ®X
Exit

e New Conmsction Dpen Workbaok Options t  Help

I]alahase LTS Scheduled Workbooks

4 Which workbook do you want to open?

umnm@

You can filter the list of workbooks by typing in the narme, or part of the name of the workbooks

Filter | Show All (Showing 5 of 5)

Name Description

appliance_listing
DISADM Enlisted Occupancy Rate Ppt.DIS

Dorm_Occupants
gxample
sample_report

—

Copyright @2000 Oracle Comoration. All rights resenrad Show XML Oracla Diseovarar™ 4 Viewer (Relsase 4.1.44.00.00
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https://gud26m01.mont.disa.mil/discoverer4i/viewer
https://hi26m01.ditchawaii.disa.mil/discoverer4i/viewer
https://ramuce529-104-3.ramstein.af.mil/discoverer4i/viewer

» Select the report to run by clicking once on the report name
» A query screen will appear to show the working status and then will
display the report

ORACLE
Discover

example - Sheet 1
Worksheets

Query Progress  moooon
v~ Predicting Run Time (@o00:10)
v Running Query
v~ Fetching Data
(?,3 Sorting Data

Building Sheet

Complete

—

If this page doesnt update automatically, click here

Cancel this query

Copyright €2000 Dracle Comporation. Al rights resenved Shoys AL Oracle Discowerer™ 4/ Wiewer (Release 4.1.44.00.00)

ORACLE
Discover:

New Connection Dipeniombook Options Exit Help

example - Sheet 1

Rerun Query | Table Layout | B Options | Brinter Frisndly Wersion | Export Data
) Paget1 (3030 25 rows per page

\nstéﬂ Street | Facility Grade LastNéme'Qcc First hame Occ Qcc;l;ﬁ_uiy _ Occ MNbr D-_apénden[s_

Code Nbr - Occ Phone ‘Qrganization Qcc
1 |vDYD 44014 4401 | E-1 BAUER THOMAS 8727343 AMC 1
2 |VDYD 4423C 4423 |E-1 KUAN JOSEPH 8729589 AMC 2
3 |VDYD 48244 4824 |E-1 CLARK GREGORY 2838727948 |CES 2.
4 |VDYD 2497A 2497 |EA1 WALKER JASCON 8726481 MG 1
5 |VDYD 46068 4606 |E-1 FRIERDICH DOMNDREA 87277926 MG 1 :
6 |VDYD 4641C 4641 |E-1 TEMFLE LEWI 8859613 TACC 2
7 |VDYD 44264 4426 |E-1 DEWAN DUANE 2838728881 | TRANS 1
8 |VDYD 4661A 4661 |E-1 JOHNSON HEATHER 8729559 ES 1
g |VDYD A610C 4610/ E-1 MILHOAN BRANDCON 872-7948 375 CES 1
10|VDYD 46628 4662 | E-1 MICKA WLLIARM 8727821 805CS 1
11{vDYD 4662C 4662 |E-1 MURPHY KEVIN 87295398 BO5iEs 1
12|VDYD 46090 4609 | E-1 DARLING CHRISTOPHER | 8729598 805CS 2
13| vDYD 14518 1451 |E-1 ADAMS CLINTOMN 8851855 UsSTC 1
14|vDYD 47624 4762 |E-1 YATES ROBERT 8856481 AMC RSS 3
151WOYD ABNAA ABN91F-1 GRALI BN LARMIN BTAT305 T 2

* The report will display 25 lines of data by default.
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» Select thereport torun by clicking once on thereport name
* A guery screen will appear to show the working status and then will
display thereport

ORACLE

g 9 B3I

New Connection Open Wokbook Opfions Exit  Help

example - Sheet 1
Worksheets

Query Progress  (o00.00)
v" Predicting Run Time (@0:00:10)

—_—

v Running Query

v~ Fetching Data

(?,3 Sorting Data
Building Sheet
Complete

If this page doesn't update automatically, click here

Cancel this query

—

Copyright @2000 Oracle Corporation. Al rights reserved. Show XhiL Dracle Discowerer™ 4 Viewer (Release 4.1.44.00.00)
RS - O @ B XN
: RIS i = -
Discoverer4

New Connection Dpen Workbook Options

example - Sheet 1

V¥ Waorksheets Berun Query | Table Lavout | B Options | Printer Friendh Version | Export Data

(@) Pager (30 25 1ous per page

Install Street | Facility Grade | Last Mame Ccc | First Mame Ccc Occ Duty Oce MNbr Dependents

Code Mbr Nbr Occ Phone Organization Occ
1 [VDYD 44014 4401 |E-1 BAUER THOMAS 8727343 AMC 1
2 |VDYD 4423C 4423 |E-1 KUAN JOSEFH 8729599 AMC 2
3 |vVDYD 43244 4824 |E-1 CLARK GREGORY 2938727948 |CES 2
4 |VDYD 24974 2497 |EA1 WALKER JASON 8726481 MG 1
5 |VDYD 468068 4806 |E-1 FRIERDICH DOMNDREA 87277926 MG 1]
6 |vVDYD 4841C 4841 |E-1 TEMFLE LEVI 8859613 TACC 2
7 |VDYD 44264 4426 | E-1 DEWAN DUANE 2938728881 |TRANS 1
g |VDYD 468614 4861 |E-1 JOHNSON HEATHER 8729559 CS 1
9 |vVDYD 4810C 4810|E-1 MILHOAN BRANDCHN 872-7848 375 CES 1
10{VDYD 48628 4862 |E-1 MICKA WWILLIAM 8727821 805CS 1
11(vDYD 4B62C 4862 |E-1 WMURPHY KEVIN 8729598 805CS 1
12(VDYD 46080 4809 E-1 DARLING CHRISTOPHER | 8729598 805CS 2
13(VDYD 1451B 1451|E-1 ADAMS CLINTOM 8851855 UsTC 1
14(VDYD AT62A 4762 |E-1 YATES ROBERT 8856481 AMC RSS 3]
151WDYD ABNAA ABNA1F-1 GRALI BFN LAMIN BTAT205 Cs 2

* Thereport will display 25 lines of data by default.
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Screen Navigation and Layout Options

There are several options for the viewer that will control the screen layout and number of
records that are displayed on the screen at one time.

» Toget acleaner view of thereport, click on the Presentation Optionslink

* Click on “CorporateLook” and click on the* Options Button” checkbox

» Click on apply . Note: thiswill lock the number of recordsdisplayed. To
reverse, go into Presentation Options and check the Options Button.

9 ¥ BN

Mew Connection Open Wokbook Options

&

Exit  Helo

Presentation Options Betun 10 provisus oage
Please select the items that you want to appear. To change these options later, click the Presentation Options link.
Fage Header Worksheet Area List Of Warkshests Data Area o Check All
¥ Logo ¥ Rerun Gluery & Show & Show A Uncheck Al
¥ Mew Connection Button [ Presentation Options " Hide  Hide
¥ Open Workbook Button ¥ Edit Parameters © Off © Off 4 Corporate Look
P
[# Otions Button ¥ Export Data
¥ Exit Button ¥ Workshest Heading
[ Help Button % Page llem Menus Query Pararneters Values Chart Area
@ Show & Show
[+ Blue Bar 'l; E:jll!cons © Hide  Hide
© Off © Off

¥ Row Numbers
Page Footer

[+ Blue Bar
¥ Oracle Copyright

¥ "Show XML" link Apply

e Hereistheinitial result:

9 9 =
Hew Connection Open Wiokbook Options  Exit

example - Sheet 1

Eenn Quen | ion Options | Printer Friendly Version | Export Data

FE) Paged1 (33BN 25 rows perpage

Install Code | Street Mbr| Facility Mar| Grade Occ| Last Name Occ | First Name Occe | Occ Duty Phone | Oce Organization | Nor Dependents Oce
1 [VDYD 44014 44011E-1 BALUER THOMAS 8727343 AMC 1
2 |VDYD 4423C 44231E-1 KIJAN JOSEFH 8729599 AMC 2
3 |vVDYD 45244 4824 |E-1 CLARK GREGORY 2938727948 |CES 2
4 |VDYD 249FA 2497 |E-1 WALKER JASOM 8726481 MG 1
5 |VDYD 46068 4606 |E-1 FRIERDICH DONDREA 37277926 MG 1
6 |VDYD 4641C 4641|E-1 TEMPLE LEWVI 8859613 TACC 2
7 |VDYD 44264 4476 |E-1 DEWAN DUANE 2938728881 TRANS 1
8 |VDYD 46614 4661|E-1 JOHNSOMN HEATHER 8729559 &S 1
9 |VDYD 4610C 4610|E-1 MILHOAN BRANDCHN 872-7948 375 CES 1
10{vDYD 46628 4662 |E-1 MICKA WYILLIAM 8727821 805 CS 1
11{vDYD A662C 4662 |E-1 MURPHY KEWVIN 8729598 805 CS 1
12{vDYD 4608D 4G08|E-1 DARLING CHRISTOPHER | 8728538 805 CS 2
13{vVDYD 14518 14571|E-1 ADAMS CLINTOM 8851855 USTC 1
14{vDYD 4T62A 4762 |E-1 YATES ROBERT 3856481 AMC RSS 3)
15(vDYD 4609A 4609 |E-1 GRALIL BEMNJAMIN 8727225 CS 2
16(vDYD 46108 4610|E-1 PEARSE JON 8721885 &S 1
17[vDYD 4311A 4311|E-1 ATKING LANCE 8722959 TRANS 2
18[vDYD 43180 4318|E-1 CYPHERT SHERIKA 29387214428 |SVS 1
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» Click onthe“25rowsper page’ link , located to theright of the page
navigation arrows. The“ Options’ page will appear. Scroll down to the
Wor ksheets section of the page.

Query Governor
Waorksheets

Summary Data
Fan.Trap Detection
End User Layer Access

Locale Selection
Query Governor

[ warn me if predicted query time exceeds: E0 seconds

™ Prevent queries from running langer than 1800 seconds

I~ Limit retrieved query data to: 10000 rows

Retrieve data incrementally in groups of: 250 rows

Cancel list-ofvalues retrisval after. 15 seconds

After opening a worksheet:

@ Run guery automatically

© Ask for confirmation

© Don't run query (included for compatibility with Discoverer Plus)

Worksheets
Mumber of rows per page: 10
Show null values as:

Show values that cannot be agaregated as:

* IntheWorksheets section of the form, change “Number of rows per page’
from 25to 10. Click on “ Apply All” Button.

* |If the new screen doesn’t re-display, click on “Rerun Query” hyperlink
located under thereport name.

Mew Connection OpenWokbook Options  Exit

example - Skeet 1

Rerun Query | Presentation Optiens | Printer Friendly Version | Export Data

Paget (3 (3 10 rows per page

Install Code | Street Mbr | Facility Nbr| Grade Oce | Last Mame Oce | First Name Occ | Oce Duty Phone | Oce Organization | Nbr Dependents Oce

1 |VDYD A401A 4401 |EA1 BAUER THOMAS 87273438 AMC 1
2 |VDYD 4423C 4423|E-1 KUAN JOSERPH 8720509 AMC 2
3 |VDYD 45244 4524 |E-1 CLARK GREGORY 2938727948 |CES 2
4 |VDYD 2497 A 2497 |E-1 WALKER JASON 8726481 MG 1
5 |VDYD 4G606B 4606 | E-1 FRIERDICH DONDREA 87277926 MG 1
6 |VDYD 4641C 4641 E-1 TEMPLE LEVI 8850613 TACC 2
7 |VDYD 44264 4426 | E-1 DEWARN DUANE 2938728881 | TRANS 1
8 |VDYD ABB1A 4661 | E-1 JOHNSON HEATHER 8720559 CcsS 1
9 |VDYD 4610C 4610 E-1 MILHOAMN BRANDON 872-7948 375 CES 1
10|VDYD 46628 4662 | E-1 MICKA WILLIAM 8727821 805 CS 1

Goto page: |1— EI

Oracle Discoverer™ 4 Viswer (Relesss 4.1.44.00.00)

* Theresult isacleaner screen, with datathat iseasy to read



Printing
Asthe reports are web based (HTML), Discoverer 4i view offers primitive print control.

By clicking on the “Printer Friendly Version” link, a continuous HTML table will be

displayed, and can print this by using the web browser = “Print” icon. Here is what the
printout will look like on the screen:

Install Code (| Street Mor|| Facility Nbr{| Grade Oce Last Mame Occ First Name QOcc || Occ Duty Phone [ Occ Organization [ Nbr Dependents Occ
VDYD 44014 4401 [ E-1 BAUER THOMAS 8727343 AMC 1
VDYD 4423C 4423 KUAN JOSEPH 6729599 AMC 2
VDYVD 48244 4824 CLARK GREGORY 2938727948 CES 2
VDYD 2497 A 2497 WALKER JASON 8726481 MG 1
VDYD 46068 4606 FRIERDICH DOMDREA 67277926 MG 1
VDYD 4B41C 4641 TEMPLE LEYI 8859613 TACC 2
VDYD 44264 4426 DEWAN DUANE 2938726881 TRANS 1
VDYD 46614 4661 JOHMSOM HEATHER 6729559 Cs 1
VDYD 4610C 4610 MILHOAN BRANDON 872-7948 376 CES 1
VDYD 46628 ABE2 MICKA WILLIAK 8727821 805 C5 1
VDYD 4662C 4662 MURPHY KEWIN 6729598 805 CS 1
VDYD 46090 4609 DARLING CHRISTOPHER  |8729538 805 C5 2
VDYD 14518 1451 ADAMS CLINTON 8851855 usTC 1
VDYD 47624 4762 YATES ROBERT 6056481 AMC RES 3
VDYD 4B09A 4609 GRAUL BENJAMIN 8727225 cs 2
VDYD 46108 4610 PEARSE JON 8721885 cs 1
VDYD 4B11A 4811 ATKING LANCE 6722954 TRANS 2
VDYD 48180 4818 CYPHERT SHERIKA 29387214428 SY5 1

Count: 18 Sum: 26
VDYD 48794 4879 52 KHAN AN 2938720078 AMC 2

* Hereisasample page printout:

Page 1 of 52

Install Code [Street Nbr | Facility Mbr [Grade Occ LastMame Occ First Name Qe O Duty Phone | Occ Organization |Hbr D ependent Oco
VDD 401 2 4401 (E-1 BAUER THOMAS expergcsicl bt C 1
VYD 44230 w3 KUAN JOSEPH S7ame AT 2
VDD G254 24 CLARK SRESORY 2835727245 CES 2
VDD 2407 A 2407 MALKER JASOMN 27aER Ml 1
VDD Galta:] 605 FRIERDICH DONDREA STITTANG bl 1
VTR 54 C e TEMFLE LEW 5259613 TACC F
VDD 4425 A M5 DEW AN CUANE 283s728881 TRANS 1
VDD G5 A 661 JOHMSON HEATHER 2720850 cs 1
VTR 5100 410 MILHOAN BRAMDON §72-7945 TS CES 1
VDD Raierd:] HE2 MICHA A1 LL 1AM ST27E2 205 CS il
VDD 2T filer) MURPHY KEWIN 8720808 N5 CE 1
VDD Rzl Ral) DARUNG CHRISTOFHER |87298098 =205 CS 2
VDD 4518 1451 ADAMS CUNTON 8251855 UsTC 1
VDD G2 HE2 TATES ROBERT 2285421 AT RES 2
VYD pali=E e GRAUL BEMJAMIN =rpergera cs 2
VDD 45108 4610 FEARSE JON S721885 Cs 1
VDD 211 A 11 ATKINE LANCE 2722054 TRANE 2
VDD 92180 13 CYPHERT SHERIKA. 29387214428 WS 1

Count: 13 Sum: 25
VDD 2T~ 47 (E-2 KHAM A 2038728278 A C 2
VDD JBTIC 4873 CHRISTOFORO M TTHEM! 5363038 i 1
VTR SEE00 4560 DICKEY CHRISTINA S48 bl 3
VDD G240 X624 EVANS CLAUDETTE 2078726753 ol 1
VDT D 9996 D 4495 LEVY ANTHONY 727048 375 CES 1
VDD Badtly 13 CONNER TrLER S729582 CFTS 1
VDD Baralu] K25 ESTRELLA JETTE 2032T267TE ces 2
VDD G=redi] syl CAR TWRIGHT AARON 736388 0ss 1
VTR 4704 70 LONHG TOmMKY S7253E o0ss 1
VDD gared:] B2 HILUAN RvAN g721885 cs 1
101552004



Exporting Datato Excel

Reports can be exported in several different formats from viewer. A good example would

be to utilize the filtering capabilitiesin Excel to allow for a quick on-screen search.

Note: Reports will need to be rerun and exported whenever there is a change to the data.
Otherwise the datain Excel is old.

Click on “Export Data” link located to theright of the “Printer Friendly
Version” link on screen

example - Sheet 1

Eerun Quer | F

ion Optians | Frinter Friendly Vesion | Export Data

Page1 (3 (3

A0 rows perpage

onnection Open Wigkbook Options — Exit

Install Code | Street Mor | Facility MNbr| Grade Occ | Last MName Occ | First Mame Ccc| Occ Duty Phone | Cce Crganization | Mbr Dependents Occ

1 |VDYD
2 |\vWDYD
2 |\vDYD
4 \WDYD
5 |WDYD
6 |VDYD
7 |\VDYD
g8 |WDYD
9 |vDYD
10{VDYD

A401A
4423C
48244
2497A
4606E
4641C
A426A
46614
4610C
46628

Go to page: |1— EI

4401 E-1
4423 | E-1
4824 E1
2497 |E-1
4606 | E-1
4641 E-1
4426 |E-1
4661 E-1
4610/ E-1
4662 |E-1

BALER
KIUAN
CLARK
WALKER
FRIERDICH
TEMPLE
DEWAN
JOHNSON
MILHOAN
MICKA

Click on “Export Data” Button

example - Sheet 1

Eeturn to previous page

THOMAS
JOSEPH
GREGORY
JASON
DOMNDREA
LEWV
DUANE
HEATHER
BRANDON
WYILLIAM

8727343
8729599
2033727948
8726481
87277926
8859613
2938728881
8729559
872-7948
8727821

What export format do you want?

AMC
AMIC
CES
MG

MG
TACC
TRANS
CS

375 CES
805 CS

Microsoft Excel Warkboaok (* xls)

Expart Data |

=l

ala|lalaslmlalalmin] =

iscowarer™ 4 Viewer (Release 4.1.44.00.00)
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Another web browser window will popup and will display a warning
message that the document contains macros. Press*“Yes’ to continue

i Microsoft Excel x|

The document you are opening contains macros. Some macras may contain harmful viruses, IF you are sure this document is From a trusted
source, click Yes. IF you are not sure and want to prevent any macros From running, click Mo,

Yes | Mo I Cancel I

The Excel spreadsheet will display in the new browser window. To save
the spreadsheet to your computer, click on the File|Save As... Options
located on thetop menu bar. The*® Save As” window will appear,
allowing you to save thefilewhere you wish.
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